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ABSTRACT 

The general purpose of the occupational analysis is 
to provide workable, basic information dealing with the many and 
varied duties performed in the terminal dispatching occupation. The 
document opens with a brief introduction followed by a job 
description. Th^ bulk of the document is presented in table form. 
Three duties are broken down into a number of tasks and for each task 
a two- page table is presented, showing on the first page: tools, 
equipment, materials, objects acted upon; performance knowledge 
(related also to decisions, cues and errors) ; safety— hazard; and on 
the second page; science; math— number systems; and communications 
(performance modes, examples, and skills and concepts) . The duties 
are: routing shipments, communicating with drivers, and maintaining 
records. A glossary of terminal dispatching terms is appended. 
(BP) 



^ Documents acquired by ERIC include many informal unpublished * 

^ materials not available from other sources. ERIC makes every effort * 

♦ to obtain the best copy available, nevertheless, items of marginal ^ 

♦ reproducibility are often encountered and this affects the quality ♦ 

♦ of the microfiche and hardcopy reproductions ERIC makes available ^ 

♦ via the ERIC Document Reproduction Service (EDRS) . EDRS is not * 
^ responsible for the quality of the original document. Reproductions ^ 

♦ supplied by EDRS are the best that can be made from the original. ^ 

^(♦♦♦♦♦4t«««««««4(«««««««««««««««««««««« ♦♦♦♦♦♦♦♦♦♦♦♦♦♦ 



ERIC 



CO 

o 
o 



IP 



Co 



In* 

Q 

lis* 

g*^ o 

^ ^ to 



in 



< 

IS 

o 



O 



ERIC 



8 

o 
o 
ill 
o 




AM ANALYSIS OF THE TERMINAL DISPATCHING OCCUPATION 



Developed By 



George H« Abell 
Instructor, Distributive 
Ross High School 
Hamilton, Ohio 



Ed. 



Molly McKhlght 
Instructor, Distributive Ed. 
Westland High School 
Coluinbus, Ohio 



Jack Stivers 

Instructor, Distributive Ed 
Mt. Healthy High School 
Mt. Healthy, Ohio 



Occupational Analysis 
E.P.D.A. Sub Project 7340;. 
June 1, 1973 to Deceinbcr 30, 1974 
Director: Tom L. Hindes 
Coordinator: William L. Ashley 



The Instructional Materials Laboratory 
Trade and Industrial Education 
The Ohio State University 



^^The activity vhich is the subject 
of this report was supported in 
whole or in part by the V.S. Office 
of Education, Departiaent of Health, 
Education, and Welfare* Howex^er, 
the opinions expressed herein do 
not reflect the position or policy 
of the M.S. Office of Education, 
and no official endorsement by the 
U^S* Office of Education should be 
inferred*** 



TABLE OF OONTENTS 



Foreword 



V 



Preface 

Acknowledgpient • ix 

Job Description ..... ^ 

Duties 

A Routing Shipments * 

B Conmunicating with Drivers |5 

C Maintaining Records 1' 

Glossary 



ERLC 



IPRBHORD 



The occupational analysis project was conducted by The Instructional Materials 
Laboratory, Trade and Industrial Education, The Ohio State ttiiversity in con- 
junction with the State Department of Education, Division of Vocational Educa- 
tion pursuant to a grant from the U.S. Office of Education. 

The Occupational Analysis project was proposed and conducted to train voca* 
tional educators in the. techniques of making a coc^rehensive occupational 
analysis. Instructors were selected from Agriculture, Business, Distributive, 
Home Economics and Trade and Industrial Education to gain experience in 
developing analysis documents for oixty-one different occupations. Bcpresen* 
tatives from Business , Industry, Medicine, and Education were involved with 
the vocational instructors in conducting the analysis process. 

The project was conducted in three phases. Phase one involved the planning 
and development of the project strategies. The analysis process was based 
on sound principles of learning and behavior. Phase two was the identifica- 
tion, selection and orientation of all participants.. The training and work- 
shop sessions constituted the third phase. Two -week workshops were held 
during which teams of vocational instructors conducted an analysis of the 
occupations in which they liad employment ejqperience . The instructors were 
assisted by both occupational constdtants and subject matter specialists. 

The project resulted in producing one hundred two trained vocational instruc- 
tors capable of conducting and assisting in a comprehensive analysis of 
various occupations. Occupational analysis data were generated for sixty-one 
occupations. The analysis included a statement of the various tasks performed 
in each occupation. For each task the following items were identified: 
tools and equipment; procedural knowledge; safety knowledge; concepts and 
skills of mathematics, science and communication needed for successful per- 
formance in the occupation. The anal/sis data provided a basis for generating 
instructional materials, course outlines, student performance objectives, 
criterion measures as well as identifying 8v,'>cific supporting skills and. 
knowledge in the academic subject areas. 



PREFACE 



Training of young people In the distributive occupations has been rather narrowly confined 
to the actual retailing of goods. Relatively little attention has been given to the other 
facets of the broad picture Involved in moving goods through the distributive channels 
between producer and consumer. It is with this in mind that the following has been prepared. 
We analyzed those duties and tasks involved in the day to day operation of a motor freight 
terminal. 

The size of a transportation organization has a great influence on the number of people 
required to carry on what is essentially a clerical function. By this we refer to those 
duties which are not related to the actual handling of freight, nor of a managerial nature. 

This clerical function we have broken down Into that of a dispatcher and a terminal clerk. 
In a small operation one person might perform both iobs, while in a larger company, from 
one to three people might share the dispatch operation, and four or more the clerical .1ob. 

In this analysis we have tried to include all of the clerical and dispatch duties and tasks 
performed in the terminal of a common carrier in the trucking industry. Different operations 
woiad be necessary in the companies of contract carriers .(trucks) , the railroad industry or 
air freight companies. Although the individual tasks might differ, the same basic functions 
of recordkeeping, dispatching, tracin??» cashiering, billing and customer service are found 
In all areas of the transportation industry. 
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JOB DESCRIPTION 



The terminal dispatcher Is the person vho Is responsible for scheduling the delivery 
and plck-ifl> of all freight moving through a truck terminal. As a coordinator of the 
activities between customers and drivers, he/she must route shipments, communicate 
with drivers and customers, and maintain records of all Incoming and out going 
materials and equipment. 
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Duty A Routing Shipments 

1 Collect incoming freight bills 

2 Route city delivery 

3 Receive requests for local freight pick-up 

4 Route daily pick-up 

5 Route over^the-road shipping 

6 Check vehicle weight 
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Duty B Communicating with Drivers 

1 Maintain radio and telephone contact vith drivers 
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Duty C Maintaining Records 

1 Maintain record cf equipment (toteboard) 

2 Maintain record of interline equipment exchange 
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GLOSSARY 



Accounts receivable - All unpaid freight bills 

Bill of Lading - (B/L) , Contract between shipper and carrier (freight company) 

Connodlty rate - Special rate governing volume or truck load movement between two specific 

points on a certain commodity 
Consignee - Person who receives freight that is shipped 
Consignor - Person who ships freight 

Dispatch sheet - Large worksheet on which Is recorded requests of customers for pick-ups 
Expldlte freight • Anything done to make delivery faster or easier for the customer 
Extensions - Multiplying weight times rate and recording total price on a bill of lading 
Free astray - No charge freight bill 

Freight bill - Invoice that Informs shipper or receiver of the freight charges that are due 

and that identifies a shipment from pick-up to final delivery 
Interline freight - Freight that requires the handling of more^than one common carrier to 

reach Its final destination 
LTL - Less than a full truck load 

Manifest - List of freight bills loaded on one truck ^ 

National motor freight classification (NMFC) - Listing of all products and commodities moving 

by conmon carriers containing official classification of each item for rate purposes 
O.S. and D. - Any reference to overage, shortage or damage to merchandise 
Origin terminal - The point from which merchandise is first shipped by the carrier 

(original pick-up point) 
Over-the-road - Any shipment sent outside the local area 
Pro number - Freight bill number assigned by the freight company 
Rate split - Division of freight revenue between two or more common carriers 
Routing - Scheduling the order of pick-up or delivery of freight 
Tandems - TWin axles, each with four wheels mounted on the rear of a semi trailer 
Tariff - Official price list authorized by the I.C.C. outlining all rates and rules governing 

the movement of freight between different areas 
Tariff supplement - Publications of I.C.C. aetailing price and rate changes 
Tote board - Bulletin board that lists all equipment available to a terminal and the location 

of that equipment 
Trip sheet - Driver's list of bills and delivery or pick-up points 
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